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[bookmark: _Toc18449642][bookmark: _GoBack]Introduction
In any organization there needs to be appropriate ways to communicate since there are several employers and employees who work in the organization who need to communicate with each other in order to complete the organizational tasks and other responsibilities. Without communication, it is very difficult to achieve the organizational objectives. Communication is a very necessary aspect in any situation, whether it is for personal reasons or for the workplace. In organizations, communication is also important outside of the workplace as well. There are customers and suppliers as well as various other organizations that could be involved with a business, so the relationship with them will depend on how much the organization is able to communicate with them. But workplace communication is by far the most important for the organization as it will determine how much the employers and employees are able to understand each other and come up with solutions that would help the organization to reach its goals. But communication might not always be successful as there could be barriers or other issues that can negative impact on the communication process within the organization. But there are ways to tackle such issues and maintain communication in the workplace. So it is important to have an understanding on how communication is done and how it should be maintained within the workplace. This report will discuss about the communication problems that can appear within the business organization and the ways to manage this based on Tesco which is a large multinational retail company. This is where I work and with this report I will try to demonstrate my capability in terms of solving a problem and the decision-making based on the communication problem in the workplace. The main focus of this report is to talk about the communication problems that occur in the internal organizational environment.


[bookmark: _Toc18449643]The identified problem
The problem that has been focused within the report is the communication problem at workplace. Since I work at Tesco and this is a larger multinational organization in the UK, there have been several issues in terms of communication which I have noticed and there are several reasons for such issues as well as possible solutions. As a multinational retail brand, they have to maintain effective communication within the workplace as there are so many departments with huge number of employees working in these departments within this organization and through my experience I have seen things can sometimes get overwhelming for the management to maintain effective communication between employers and this could lead to conflicts. So with this report the communication and its relevance in the workplace have been explained as well as possible solutions to manage the issues with communication at workplace have been identified along with the relevant solutions so that the organization could make use of the solutions on how the communication in the workplace could be improved the conditions in the organization to avoid conflicts among the workers.
[bookmark: _Toc18449644]What is communication
Before diving into the communication issues in workplace, it is important to understand the ideas behind the communication.
The communication is a process that occurs between two or more individuals that involve transferring of a message and this exchange of messages between the individuals can continue until the actual information is obtained by the individuals communicating with each other. So the basic idea is that the communication has to involve multiple individuals and there has to be an exchange of information (Gabbott, 2001). This exchange, however, can be done using verbal or non-verbal communication. Whatever the method is; any of these method can be implemented using formal approach of communication or informal approach of communication.
The reason for using any communication is because individuals have to share their emotions or thoughts and this requires the individuals to exchange their information using various methods of communication, as there could be a lot of barriers or other issues that might require different methods to be used when communicating with each other. For instance; the individuals mostly speak with each other to share something, but it is possible that someone could be suffering from hearing problems, or could be at a huge distance from another individual who is trying to communicate, so in such cases the person trying to communicate can make use of signs or gestures for people who have difficulties in hearing, and for those who are at a large distance could be communicated using letters.
The above examples show that aside from speaking, there are other ways to communicate that involve the use of no-verbal tactics of communication. So this leads to various methods that are involved in the communication process in general.
The verbal communication is the most basic form when it comes to the communication. The verbal communication involves the use of spoken words that forms a message and it is sent to another individual by speaking so this is something that is always happening in most of the cases (Giampaoli, 2017). There are other ways to use verbal communication such as using telephones that involves speaking through telephone that sends the spoken message to the receiver which decodes the message and allows the receiver to listen to the message. The other method is the non-verbal communication which involves use of techniques that does not require the words to be spoken. Instead the message can be written using words that others can read (Preston, 2005). Aside from writing; signs, gestures, visual representation or even behaviors are also other ways to communicate without using spoken words which is particularly useful when showing certain emotions or when it is not possible to speak or write something to communicate the message. The communication methods can also be used based on formal or informal communication. The informal communication works in most of the situations, however, the formal communication is usually necessary in workplace or formal events such as seminars or in formal presentation. Any of the approach can involve the communication methods mentioned earlier.


[bookmark: _Toc18449645]The advantages and disadvantages of communication processes
There are different methods involved with communication and there are some advantages in some of these while having some issues as well, which depend on the situation and the relevance of using certain methods of communication.
The advantages
· The communication is the way individuals get information or understand behaviors of others
· Communication in workplace is necessary to communicate the goals and objectives to the workforces in the organization
· Communication makes it easier to understand something. For instance, explaining a situation using either verbal or non-verbal communication to another individual helps to give a clear view on the situation and eliminates confusions, but without explaining it, others would not understand the meaning
· Communication in workplace or outside of workplace is necessary to build relationships
· Communication can help to manage conflicts in any situation
· Communication is a way to build motivation
· Communication helps to find out possible solutions and then come up with a decision
· Communication is necessary to help others to learn something useful
· For organizations, communication is the major factor to obtain customers and influence them to buy from the organization
· Organizations can communicate with their customers to learn about their needs which can be useful in meeting their needs
· Communication allows to share thoughts and emotions, which helps to keep individuals sane and happy
· Effective communication in the workplace can connect several departments to achieve a larger objective
· Communication can benefit teamwork in workplace
· Communication can help leaders to lead their group or team
· Communication is necessary to connect with the stakeholders of the companies
· Communication helps the management in an organization to identify the issues in the workplace and implement a solution to the issue based on the information they have obtained so far from different sources around the organization.
The disadvantages
· Not every communication can be used in certain situation
· Using inappropriate communication in a situation can lead to misunderstandings
· In workplace, things are communicated as fast as possible which could lead to confusions
· Using signs or gestures could sometimes be confusing for some people to understand
· In any communication, there is always the source of noise which could interrupt the message
· The communication in the workplace can be negatively used for influencing someone on doing something that violates the policies of the organization or could lead to conflicts between individuals
· Communication is not always reliable as a valid information source.

Despite the negatives, the majority of the factors related to communication is useful, therefore, communication is considered important for any form of situation.


[bookmark: _Toc18449646]Resolving communication problems in the workplace
In the organization there could be conflicts for various reasons and most of the tine it happens because of lack of communication or information that is not verified. And this is not good for any organization. So it is necessary for the management to resolve the communication problems within the workplace. This can be achieved by doing the following –
Communicating directly with the employees
Management can directly communicate with the employees involved in a conflict to communicate about the issues so that solutions can be explained and implemented in the workplace.
The right words
Sometimes things can be spoken directly or it could be explained using the right words that makes things easier to understand for the employees in the organization (Pazos, 2012).
Establishing appropriate communication channel in workplace
The management has to implement the relevant communication channel so that employers and employees would be able to easily communicate with each other.
Building a very positive work environment
The work environment can influence the employees to form positive attitudes in the workplace and can reduce the chances of conflicts from wrong information.
Controlling the office politics
Companies can control the practice of politics in the workplace so that the employees would refrain from spreading wrong information in the workplace.


[bookmark: _Toc18449647]My experience of communication problem at workplace
I work as a store manager in one of the stores of Tesco and it is my responsibility to monitor the workplace activities. So I have gathered my own experience regarding communication problem that are mostly common at Tesco stores.
The main thing I have realized that there is a huge number of employees working at the stores of Tesco and it is significantly difficult to monitor every activity of each employee. So this has led to developing office politics in the workplace that is responsible for a lot of misinformation.
The hierarchy in Tesco is easy to understand. Each positon in the hierarchy usually communicates with its supervisors or lower level employees. However, if there is any issue in the workplace, the employees cannot easily report it to the top management due to the large gap in the hierarchy and management isn’t always available.
The employers and employees mostly communicate with telephones, letters and memos. But most of the staffs have email addresses and the company does not make use of their email information to notify them about important notice, when it is actually very easy to do. This leads to a lot of employees who might be not aware of certain notices.
These are some of the common problems that I have noticed in the workplace, but majority of the communication aspects in the workplace are positive and the Tesco has been able to successfully maintain effective communication. But they still need to improve a lot of the communication aspects to resolve the issues that most of the time occur.


[bookmark: _Toc18449648]Seven steps to problem solving

Usually in workplace there are seven steps to solve a problem that are necessary to come up with a solution the issues that can be implemented by the managers. These consist of the following –
Identifying the issues
The issues at first need to be clearly evaluated in order to identify the reasons for the issues being occurred in the workplace.
Learn about the interests of everyone in the workplace
When trying to come up with a solution this is necessary to identify the interests of the individuals working in the organization to ensure that the solutions would meet their needs.
Identify and list some solutions
Based on the issues and everyone’s interests on the matter, the possible solutions could be identified and a list can be formed that would point out how much effective each solution is to the resolving of the issue in the workplace.
Evaluating the options from the list
The solutions have to be thoroughly checked and discussed in workplace to evaluate the right options for the problem.
Selecting an option
Based on the evaluation of the options for solving the problem the organization can go with the most appropriate solution that would not only resolve the situation but also would be acceptable by the employers and employees working in the organization.
Keeping records of the solution and the agreements
The organization also have to keep the record of implemented solution and the details of the possible outcomes from the solutions.
Monitoring the solution
The implementation of the solution does not finish the job as the organization will also have to closely monitor the progress of the solution and how effective it has been in terms of resolving the problem in the workplace.
Using the above steps the workplace can have the right solutions to solve an issue in the workplace.


[bookmark: _Toc18449649]Types of decisions

The business organizations go through a lot of situations that require some decisions to be taken by the management. The decisions usually include aspects based on a lot of factors such as the situation and the internal and external business environment, the workforces and many other. So based on the situation the decisions could vary and this is the reason there are several form of decision-making strategies which are the following –
Programmed and non-programmed decisions
The decisions which have been programmed are usually implemented for a repetitive purpose, meaning that the outcomes of the decisions are expected to occur almost every time. The non-programmed decisions on the other hand are the decisions that are not usually taken unless there is a situation in the workplace that requires a solution in order to resolve certain issue. So the outcomes from this decision is usually not repetitive (Zimmermann, 2011).
Routine and strategic decisions
The routine decisions are those that are conducted almost always in the workplace and usually the management does not have to evaluate such decisions. The strategic decisions on the other hand are pretty serious and requires the attention of the management. For this kind of decisions, the management has to analyze the relevant aspect of the situations to plan how they would start to form the strategies, hence this is a strategic decision for the management of the organization.
The tactical or policy related decision and operational decisions
The tactical decisions revolve around the policies of the organization. The operational decisions on the other hand are related with the operations that are always happening within the organization and in various departments.
Organizational and personal decisions
The decisions that are taken for the organization are the organizational decisions. However, if the decisions involve personal issues, then it is personal decisions.
Major and minor decisions
The decisions that can influence the operations of the organization such as contacting a supplier to buy the necessary materials would be a major decision. But if the decision is taken to obtain office equipment such as papers, pen etc. would be considered as a minor decision.
Decision from individual and from group
Individual decisions are taken by individuals such as the CEO of an organization, like Tesco for instance. The group decision in this case would be the decision that is taken as a group such the stakeholders of Tesco sitting together and deciding on implementing a new strategy for the organization.


[bookmark: _Toc18449650]Factors affecting decision making
When it comes to making decisions for a larger organization such as Tesco, it is necessary for the management to be aware of the factors that can affect the decision making. The factors can vary depending on situation. The factors that can affect the decision making in Tesco are as follows –
Management
The management of each department of course would want the benefit of their own area. While each department works collaboratively when taking decisions that would affect the operations of the entire organization, the opinions could still vary depending on the management of each department in the organization.
Financial capability of the organization
The decisions need the required funds for implementing a new decision in the organization and it can change depending on the funds available to the organization and the collection of funds from various sources that would allow organization to carry out the decisions.
Risks
When taking any decisions, for any purpose, the risks involved with operations are also considered beforehand so that the chances of risks could be minimized.
Investment
The organization also requires the investment of their stakeholders. So when taking a decision, the organization also considers the investments from the stakeholders as not all decisions could be agreed by every stakeholder of the organization.
Demography of the market
The companies take new decisions so that their operations could successfully meet their target and in case of Tesco they want to reach their sales target and to achieve that their decisions must reflect the demography of their target market.


Employees in the workplace
Some decision could affect the work performance of the employees and some employees could even disagree to certain decisions by the management. So when taking any decision, the management has to consider the needs of the employees in the workplace.


[bookmark: _Toc18449651]Ingredients of good decision making
The decisions that are good have certain factors that make these decisions separate from other decisions taken by the management of the organization. The good decisions usually need to have some common ingredients which are –
There needs to be enough thoughts put into the decision
The decisions that are effective for the organization usually involves a lot of thinking process thus making it easy to understand by individuals working for the organization.
The decision must consider the relevant factors
Any decision in the organization has to include the consideration of every related factors such as the employee reactions, the customers, the stakeholders, the funding, market situation and many other.
The decision must follow the organizational values
The organization has some policies and values. So any decision taken by the management has to reflect on the values of the organization.
The decisions have to be clear
The decisions taken by the management has to be clear so that the employers and employees would easily understand the decisions and the expectations from the decisions by the management.


[bookmark: _Toc18449652]Fishbone analysis
The Fishbone analysis is a diagram that is able to identify an issue based on the cause and effect. Using this diagram, the causes and the effects are shown that could be useful in identifying the major cause behind an issue. In this case internal communication within the organization is the issue that arises on a daily basis.
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Importance of the Fishbone Analysis
The fishbone analysis can a be an effective tool to break down an issue that is causing a lot of other issues. This model identifies the various factors that could be the culprit for the problem. So this makes it easier for the management to go deeply in identifying the causes of a problem and the effects of each causes.
Advantages and disadvantages of Fishbone Analysis
The main advantage of this diagram is that it can find out most of the major causes behind an issue and the effects from these. With that information the management can decide how they would want to tackle a situation.
The disadvantage of this is that each task could seem important for the management and most of the time it becomes difficult to filter out a single reason out of many.
Using the fishbone analysis, the causes and effects of the major problem that the Tesco is facing in regards to the communication problem at workplace can be explained.


[bookmark: _Toc18449653]Proposed solution 1
The first solution which can be taken in order to solve the internal communication problem within the business organization Tesco is to create a number of teams within the company. The building of these teams will imply the employees to work together and this will make them bound to share a common goal or vision (Gerson, et al 2007). The members of the team would require to participate actively within the team to perform all the activities in relation to attaining the goals. Besides, the team also face a number of problems while working together and the team members are supposed to resolve all those problems together. Performing all these actions in a collaborate manner gradually develops the nature of communication prevailing within the workforce of the company (Goncalves, 2006). Thus, it can be a very useful solution for Tesco. 
P-M-I Chart for team building
	Plus
	Minus
	Interesting

	Decrease of the workloads
	Personal contributions might be overlooked
	Constructive criticism is learnt 

	Early accomplishment of the goals (Goncalves, 2006). 
	Conflicts might occur about the roles within the teams 
	Brings a jolly atmosphere

	Increased level of creativity
	The solution is temporary
	Work becomes less monotonous (Owen, 2016). 



[bookmark: _Toc18449654]Proposed solution 2
Another effective solution which can be proposed in the context of this problem is providing ample trainings to all the employees of Tesco regarding communication. The trainings which can be arranged will be much beneficial for the workforce as the significance of effective communication within the workplace can be taught in these sessions. In addition to this, the trainings can also assist the employees to understand the ways by adopting which they can maintain a good and healthy kind of communication with the other employees within the organization (Gerson, et al 2007). These trainings will also provide a clear description about how the lack of communication and conflicts can impact on the career of the individual employees as well as the organizational goals of Tesco. 
	Plus
	Minus
	Interesting

	Enhanced skills and abilities of the employees 
	Not everyone can be helped by the trainings
	Various other skills can be learned as well

	Increased levels of productivity of the employees
	Overlooks the actual situation which is in hand (Wrench, 2013). 
	Motivates the employees

	Conflict resolution
	Costly
	Brings in many additional issues besides communication



[bookmark: _Toc18449655]Evaluation of the proposed solutions
The solutions which are proposed for the lack of communication problem within the business organization Tesco can be both very much significant and fruitful for the organization and their workforce. The first solution suggested that effective teams are needed to be built within the company. The creation of teams will make the employees bound to participate and perform together and to share a common goal which will ultimately improve the communication process (Wrench, 2013). On the other hand, another solution which has been proposed is the arrangements of trainings. These trainings will provide a crystal-clear picture of what could happen if there is no strong and effective communication within the workforce of any company (Wrench, 2013). Moreover, the trainings will also teach the employees how to make their communication process more effective. However, these trainings do not serve any practical purpose and thus many employees might not get the actual understanding of what communication can mean in their career life. 


[bookmark: _Toc18449656]Implementation of the proposed solution
The proposed solutions can be implemented in Tesco using ways which are –
· The arrangement of training programs for communication skills for the workers to teach them how to communicate in different situations and at the same time how to take in information for effective communication
· Giving new tasks that involves team work and this will help with team building. Assigning employees to work as teams to achieve the group task will also help the management get the work done in time.
· Implementing a Key Performance Indicator to evaluate the performance of the employees. Based on the finding further decisions can be taken as to how to approach the worker and what can be done to further improve the individual. 
[bookmark: _Toc18449657]Monitor and review of the implementation plan
The plans could be monitored and reviewed with ways that are –
· Gathering feedbacks from the employers and employees with formal meetings
· Obtaining information from the annual report of the company
· Obtaining data from the KPI to analyze the employee performance in workplace
· Closely observing the team attitudes during tasks.


[bookmark: _Toc18449658]Conclusion
The problem solving and decision making is important for the organization as it allows the management the control over the organizational activities and implementation of solutions to some of the issues. The communication aspects have been explained with this analysis and the communication problem at workplace of Tesco have been explained in details. Solutions have also been identified. If the organization can follow the implementation plan and review it, then the issue could be minimized without difficulties.
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